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Chapter

11
Using Tab Stops

You were introduced to the use of TAB STOPS in Chapter 2.  This chapter will extend 
their use.  Using TAB STOPS efficiently is essential for the production of professional 
documents.  The main TAB STOPS available are described in the following diagram.

Using Tab Stops to Enter a Discount Table  

Let’s enter a simple table that uses the different types of TAB STOPS. 

A	 Setting Left Justified Tab Stops

	 1	 Load Google Docs or start a NEW DOCUMENT.

Represents a Left Justified Tab

Represents a Centre Justified Tab

Represents a Right Justified Tab
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B	 Removing Tab Stops

A fresh set of TAB STOPS will be needed on the second line so the current ones will need 
to be removed.

NOTE:	 If your headings have been affected the cursor was in the first line or 
you didn’t press <enter> or <return> after the DISCOUNT heading.
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C	 Setting Right Justified Tab Stops

Right justified tab stops allow you align the right edges of text or numbers.

D	 Completing the Table
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E	 Centre Justified Tab Stops

You can align text to the centre of a tab stop using a CENTRE JUSTIFIED TAB STOP.
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Chapter

12
Using the Table Tools

Tables can be inserted into Google Documents.  Basically, the TABLE is a simplified 
spreadsheet that can be inserted anywhere in a document.  Its use can save you having 
to set margins and indents using the Ruler.  Let’s create a simple roster to illustrate the 
use of the table tools.

Starting the Document

	 1	 Load Google Docs or start a NEW DOCUMENT.

	 2	 Enter the heading:
MAKE BELIEVE HIGH SCHOOL

		  and press the <enter> or <return> key twice to add some space after it.

Inserting the Table
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Changing Column Widths

The widths of columns can be adjusted.
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Entering the Headings

The headings for the table will be entered in the top row. 
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NOTE:	 Unfortunately, at this point in time, Google Docs does not allow you 

to merge groups of cells into one cell, so the headings needed to be 
entered over 2 cells.

Shading Cells

Cells within the table can be shaded. 

	 1	 The top two cells should still be highlighted.

	 2	 Display the TABLE menu and select TABLE PROPERTIES.
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Chapter

13
Adding Tables to Documents

Tables in Google Docs can be inserted anywhere within a document.  To illustrate this 
a table will be added to a prepared document about discounts offered by a company 
selling computer equipment.

Loading the Prepared Document

A sample letter has been prepared for you.  Your task will be to insert a TABLE into it.

	 1	 If you are starting a new session, load Google Docs.

	 2	 Display the FILE menu and select OPEN.

	 3	 Click on UPLOAD followed by SELECT A FILE FROM YOUR COMPUTER.

	 4	 Access the DOCS SUPPORT FILES, open the CHAPTER 13 folder and load the file:   

Client Letter

Inserting a Table

A table will be placed in the centre section of the letter.

	 1	 Read the letter to become familiar with it.
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NOTE:	 COLUMNS are usually referred to by a letter, A, B, C, etc.  ROWS are 
referred to as numbers, 1, 2, 3, etc.  The rectangles in the TABLE are 
called CELLS and they are labelled with the COLUMN then ROW labels.  
For example, the first cell is A1, the cell directly below it is A2, the cell 
directly to the right of it is B1.  
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Adjusting the Column Widths

The first column will contain equipment names and, as such, it will need to be wider 
than the other columns.
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Entering Data into the Table

We are now ready to enter data into the table.

A	 The Headings
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Chapter

14
Using Styles

STYLES are a collection of text formats.  They are available from the PARAGRAPH STYLES 
option in the FORMAT menu or from the STYLES icon in the TOOLBAR.  STYLES can be 
applied to text at any time and you can modify the provided styles to suit your needs.  
The default style is NORMAL TEXT.  

The major advantage of using STYLES is that once text has been set to a STYLE, when that 
STYLE is adjusted, all the text set to that STYLE is automatically adjusted as well.

Loading a Sample File

	 1	 If you are starting a new session, load Google Docs.

	 2	 Display the FILE menu and select OPEN.

	 3	 Click on UPLOAD followed by SELECT A FILE FROM YOUR COMPUTER.

	 4	 Access the DOCS SUPPORT FILES, open the CHAPTER 14 folder and load the GOLF 
RULES file.

	 5	 The file contains rules and etiquette for a golf club.  Your task will be to format it 
using styles.

Using Preset Styles

The easiest way to use STYLES is to simply use the provided styles to format text.  Let’s  
format the main heading to the HEADING 1 style.
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NOTE:	 STYLES in Google Docs are PARAGRAPH STYLES which means that 
whole paragraphs are formatted when you select a style.

	 3	 You can modify the text after it has been set to a style.

NOTE:	 i	 The preset styles in Google Docs usually have paragraph spacing 
included in the style.

		  ii	 The changes you have made to the heading are not permanent.  
If you select HEADING 1 from the STYLES icon, the original style 
formats will be returned to the text.
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Creating Your Own Styles

You can record any format changes you make to a style so that you have a customised 
styles that suits your needs.

A	 Setting the Formats

The steps in creating your own styles is to add the required formats then update the style 
in the STYLES list.

	 4	 We want to record this format so that the other sub-headings can be set to the 
same style.  
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B	 Updating the Style

The style needs to be updated so that the new formats are recorded.

C	 Applying the Style

The style can now be applied to other text in the document.

NOTE:	 When setting a heading or paragraph to a style, it is personal choice 
whether you highlight the text or simply click on the text.
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Chapter

15
Creating a Table of Contents

A valuable applications of using styles is the automatic creation of a table of contents.   
To illustrate this you will create a Table of Contents (TOC) for a travel agency.

Loading the Prepared File

	 1	 If you are starting a new session, load Google Docs.

	 2	 Display the FILE menu and select OPEN.

	 3	 Click on UPLOAD followed by SELECT A FILE FROM YOUR COMPUTER.

	 4	 Access the DOCS SUPPORT FILES, open the CHAPTER 15 folder and open the file:

Table of Contents

Setting the Styles

Before Google Docs can automatically create a table of contents, the text must be set to 
styles.

A	 The Main Heading Style

The Main Heading will be set to the HEADING 1 style.
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B	 The Sub-Headings Style

The sub-headings will be set to the HEADING 2 style.
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Chapter

16
Publishing Tasks

The TABLE tool can be used to create detailed publishing documents.  This is where you 
layout a page into blocks and insert text and/or graphics into those blocks. 
To illustrate Google Docs’ publishing capabilities the following document will be created.
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The Thumbnail Sketch

Whenever you embark on a publishing task some prior planning of what you want your 
page to look like is necessary.  Usually a rough sketch of the page is drawn on paper 
showing where you intend to place the text and graphics frames (cells).  This sketch is 
called a THUMBNAIL SKETCH.  A THUMBNAIL SKETCH (Table Layout) for the page you are 
about to create is shown below.  	

House 1
Details

House 2
Details

House 3
Details

Company
Address

Agents
Details

House 4
Details

House
Image

Company
Name
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Page Setup

Before starting the publication the paper size should be set.

	 1	 Load Google Docs or start a NEW DOCUMENT.

	 2	 Display the FILE menu and select PAGE SETUP.

Drawing the Table

The table will be inserted to match the thumbnail sketch.

	 2	 When you click the mouse button the table is inserted.	



	 © Guided Computer Tutorials 201416-4

Learning Google Docs

NOTE:	 COLUMNS A and D will form the border of the publication.

Shading Cells

Cell Borders will be turned off when the publication is complete, so the cells in 
COLUMNS A and D can be shaded to create the effect.

	

	 2	 Display the TABLE menu and select TABLE PROPERTIES.
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Chapter

17
Displaying Text in Columns

When entering a page of text it is sometimes advantageous to place that text in columns.  
This can make the passage easier to read and make more efficient use of the space 
available on a page.  Normally 2 or 3 columns are used.  

Unfortunately, Google Docs does not have a column tool, but tables can be used as a 
work around.  It does mean a little cutting and pasting to ensure that the columns are 
even at the base of the page.  You can also nest tables within other tables to create a thin 
border around the page contents, which makes column text look more professional.

Loading a Prepared Article

An article about Japan has been entered for you.  It will need to be opened then accessed 
to copy the text into the cells of the document that will contain the columns.

	 1	 If you are starting a new session, load Google Docs.

	 2	 Display the FILE menu and select OPEN.

	 3	 Click on UPLOAD followed by SELECT A FILE FROM YOUR COMPUTER.

	 4	 Access the DOCS SUPPORT FILES, open the CHAPTER 17 folder and load the 
COLUMN TEXT file.

Starting the New Document

	 1	 Display the FILE menu, highlight NEW and select DOCUMENT to start a new 
document.	

	 2	 Display the FILE menu again and select PAGE SETUP
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Inserting the First Table

The first table will be a single celled table which will act as a container for the rest of the 
document.  Its cell border will become the page border for the document.

 NOTE:	 This text will be the heading over the columns of text.

	 4	 Rename the document:    
Columns
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Inserting the Nested Table

A 2 column 1 row table will be inserted within the first table.  You can nest multiple tables 
within other tables to create the page layout you need.
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Copying the Text

The text from the COLUMN TEXT document can now be copied into the cells of the 
nested table.  Unfortunately, there is a bit of trial and error with this process to make the 
columns even as you cannot flow text from one cell to the next.

	 2	 Display the EDIT menu and select COPY (or press CTRL+C or COMMAND+C) to 
copy the text.
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Chapter

18
Using Equations

Google Docs allows you to insert fractions, mathematical formulas and equations, 
chemical equations, etc. into documents.  It automatically does most of the formatting 
for you when you enter an equation, for example, variables are formatted in italic and it 
applies superscript format.

Opening the Equation Toolbar

The equation tools are contained in a TOOLBAR that is opened when you insert an 
equation or when you select EQUATION TOOLBAR from the View menu.

	 1	 Load Google Docs or start a NEW DOCUMENT.

Creating a Simple Fraction
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NOTE:	 The <enter> or <return> key can be pressed to move to the next 
section of an equation or the TAB key or RIGHT ARROW key can be 
pressed.
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18Using Equations

Combining Equations

The equation options in the EQUATION TOOLBAR can be combined to create an 
equation.  To demonstrate this the following equation will be produced:

sin2 α + cos2 α = 1
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NOTE:	 i	 You need to ensure that the cursor is not in the 2 section.  If it is, it 
will be a small cursor.  

		  ii	 You can press the Right Arrow key, <enter> or <return> or the Tab 
key to move to the next section of an equation. 

		  iii	 You can also enter sin SHIFT^6 and enter 2 to create the superscript.
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Chapter

19
Useful Features

This chapter will demonstrate some extra features that Google Docs offers.  These include 
using templates and add-ons, creating links, adding comments and sharing files with 
other users.

Templates

Google Docs provides a large number of templates.  These are files shared by other 
Google Docs users and all you need to do is modify the template to suit your needs.  You 
can also save your own files as templates.

A	 Using Prepared Templates

	 1	 Load Google Docs or start a NEW DOCUMENT.
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B	 Saving Your Own Templates

	 1	 Open the REAL ESTATE document from your GOOGLE DRIVE.

	 2	 Display the FILE menu and select MAKE A COPY.
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Google Docs Project 2

Jenson Real Estate
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